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1. TME ] 2. IDENTIFICATION NUMBER
Conference Minutes DI-ADMN=81250A

3. DESCRIFTION / PURPOSE

3.1 Conference minutes provide documentation of technical information provided, and decisions and agreements
reached, @t meetings.

< APPROVA#DATE 5. OFFICE OF PRIMARY RESPONSIBIITY (OPR) 6a. DTIC APPLICABLE 6. GIDEP APPUCABLE
931001 F/ES
7. mmrm:mmnsuw -

7.1 This Data ttem Description (DID) contains the format and content preparation instructions for the data product
generated by the specific and discrete task requirement as delineated in the contract.

7.2 This DID supersedes DI-ADMN-81250.

8. APPROVAL LIMITATION Su. APPLICABLE FORNG 90. AMSC NUMBER
i F6969

10. PREPARATION INSTRUCTIONS

10.1 Foanat. Contractor format is acceptable.
10.2 Content. The minutes shall include the following information: -
a. Atitie page containing the following:
(1} Title - type of meeting and date.
(2) Identification of the acquisition (system, equnpmu.comﬂmmer) for which the meeting was held.
{3) Space for signatures of the designated representatives of the contractor and acquisition activity.
(4) The name af the contractor and address to which the acquisition activity should acknowledge receipt of
comments.
b. The purpose and objective of the conference.
c. The conterence location.

d. Amnaryoimediswssm dec:snns agreements reached, arldcﬁrectnnsotmeco:umnoeorhdwﬂual

(Continued onPage 2)
11, DISTRIBUTION .
DISTRIBUTION STATEMENT A. Approved for public release; distribution is uniimited.
DD Form 1664, APR 83 (EF¥ource: https://assist.dla.miPrevis edisomsiant Gbeok) 5T 15:472 Page 1o 2 Pages
iy Check the source to verify that this is the current version before use. ——
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Block 10, Preparation tnstructions (Continued)
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€. A list of attendees by name, rank, rate, grade ©Or position, activit resented, activity code, and phone
" numbers as appropriate. d rep ! . P

f. Action tems resulting from the conferenca.
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